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TERMINAL LEARNING OBJECTIVE

ACTION: Perform PAS Management

CONDITION: Given a period of instruction on how to 
access personnel reports, personnel systems, and 
administrator functions.

STANDARD: Maximize data accuracy by pulling required 
reports and resolving deviations while navigating 
personnel systems.
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OVERVIEW

• PAS Management is now at BDE S1

• Direct link to all data accuracy systems
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eMILPO

• Direct Update / Behind the Scenes 
Processing

• Tier 3 Concept
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TOPICS OF DISCUSSION

• System Administration 

• Personnel Data Systems

• System Reports
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SYSTEM 
ADMINISTRATION
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SYSTEM ADMINISTRATION

• User Account Functions

• System Functions

• System Admin Reports
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USER ACCOUNT FUNCTIONS
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“System Administration”
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Add User 
Account
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Modify Unit
Profile
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Modify Access
Control
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Lock / Unlock
Account
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Remove User
Account
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Delegate
Workflow
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SYSTEM FUNCTIONS
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Modify Unit
Hierarchy
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Designate
As A PSC
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SYSTEM REPORTS
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Remove Inactive
Accounts
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Failed Logins
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Audit Reports
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Workflow
Accounts
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CHECK ON LEARNING
1. What two groups are always assigned to 

users?

2. When creating an account for a company level 
S1, what role should be designated?

3. Through what two means can you select 
someone in the delegate workflow menu?

4. How do you remove an inactive account? 
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QUESTIONS ?
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Personnel Data Systems

• eMILPO
• Data Store
• PERNET
• MS51 
• Data Query

• EDAS
• TOPMIS II
• ITAPDB
• PASS-R Tool
• FSD/HRC Website
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Click on eMILPO
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Select the transaction you need
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Select Reports
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Select which report you want to run
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CHECK ON LEARNING

1. Name Some of the categories under the Emilpo main menu 
screen.

2. Name some reports under the Reports Menu.
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SOLDIER SUPPORT INSTITUTE SOLDIER SUPPORT INSTITUTE –– PERSONELL PERSONELL 
SERVICES DELIVERY REDESIGNSERVICES DELIVERY REDESIGN
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Datastore Query procedures for eMILPO

Step 1: Login to AHRS Web Portal:
https://emilpo.ahrs.army.mil/ using

your AKO ID.

Step 2: Click on AHRS Enterprise Datastore link.

https://emilpo.ahrs.army.mil/
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A Privacy Act message will pop up, click 
on OK and then enter your AKO User ID 
and Password below.



SSG Morgan
DSN 734-8350

Adjutant General School-NOTT

Click on Ad Hoc Query
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Click on DATASTORE QUERY 
WIZARD
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Click on NEXT to continue

Click on Soldier Core for 
common Soldier data.
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Here you can select the columns of data 
for your query for what data elements 
you want displayed.  You select by a 
single click on desired column.
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After clicking on a data element (s) 
it will move to the Query Column  
box.
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You can expand the column for listing of 
more data elements for your query by 
clicking on the (+) sign to the left of the 
column name. (i.e. Click (+) sign next to 
the Current Assignment Attachment Data 
column to find and add the UIC_CD data 
element)
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Once you click on the + sign, 
scroll down and find UIC_CD data 
element and click to add. 
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The data elements will be listed in the order they are 
selected, so if you want to change the order, highlight the 
data element and click on the up or down arrows  to 
move. To delete a data element, highlight and click the X.
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If you want to change a column name, 
highlight the data element and click on 
the “ae” button.

The “ae” button will display  a script prompt box that will 
allow you to change the name of the column then click 
“OK”. 
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Click “Finish” to run query in design 
mode. 
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Here is where you choose a data element to filter your query:

Step 1: Select a column to filter by clicking on columns box.

Step 2: Select an operator by clicking on box (i.e. equals)

Step 3: Enter a filter value in all CAPS. 

Step 4: After you input the Enter Value click ADD to display 
Column filters.
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Here is where user can modify any of the existing columns 
by  clicking on Modify Columns.
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Note: To eliminate duplicate rows follow these steps:

Step 1: Click on Advanced tab.

Step 2: Click on Properties

Step 3: Click on Eliminate Duplicate (Select Distinct)

Step 4: Click on Run Query
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To Save the query, select 
the disks icon in the lower 
right hand corner.
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Query will be saved to your 
personal news box or user 
can click on “Other 
Newsbox” and save to 
public folder.
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To Export the query click on 
the export icon.
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To Export the query click on 
“Export”
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CHECK ON LEARNING
1. How can data be rearranged in the selected query columns box?

2. What does the a/e button do?

3. What is selected to ensure that data is not duplicated?

4. What should be the first item in the querry columns box? Why?

5. How are queries saved to the public folder?

6. How are queries imported into excel speadsheets?
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PERNET
Front end application used to gain access to
these data systems:

– MS51
– DQRY
– EDAS

Login using QWS3270 Secure or the Citrix
Metaframe software application.
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MS51
DQRY
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MS51

• Three-way data compare tool that compares 
data elements between the following three 
systems:

– TAPDB
– eMILPO
– DJMS(FINANCE)
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Data Query

• PERNET application that queries data at the 
top of the system.

• Used to create queries or modify existing 
queries in order to obtain information

• One of the tools used in error resolution.
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Hit F4 to edit query
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QUESTIONS ?
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EDAS

• Enlisted Distribution and Assignment 
System:

– Pulls up current soldier records off of TAPDB

– Tool used in Error Resolution
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Use SSN or last name
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QUESTIONS ?
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TOPMIS II
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Do not check
this box.
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ITAPDB

• Intermediate database resource that has a snap 
shot of the following personnel:

– Active (TAPDB)
– Reserve (TAPDBR)
– National Guard (TAPDBG)
– DMDC (DA Civilians)
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Log on to:
https://itapdb.hoffman.army.mil

Link to User
Request Form
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Fill out form and 
click “Submit Form”.
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Click on “Webquery”
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Search by
SSN
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Search by
Name
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Search Results
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CHECK ON LEARNING
1. What is PERNET?

2. What systems will you access from PERNET?

3. What is MS51

4. What is Data Query?

5. How does Data Store and Data Query differ?

6. Why is the “O” screen important?

7. What’s the difference between ITAPDB and TAPDB?
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PASS RECORD TOOL
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To obtain access to the PASS-R tool you will
go to “https://www.dataaudit.hoffman.army.mil
And click on “Access Request”.
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After you fill in all the information scroll the
Screen up or down so that you can see all
Of the fields. Hold down “Alt” and hit “Print
Screen”.
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1.  Open a new email to
fsdsupport@hoffman.army.mil.

2. Paste your request into
the body of the email and 
then hit send.
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Once you type your login and password,
Click proceed
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Select a type of transaction 
then click go
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Fill in information and click Generate
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These transactions are 
Specifically for Officer/Enlisted

Units will not use this field
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Use this portion to effect eMILPO when TAPDB is
correct.

NOTE: THIS IS THE BOTTOM PORTION OF THE PASS-R TRANSACTION PAGE
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Once all required fields have been selected, click
“Generate Notice” to submit
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CHECK ON LEARNING
1. Who is the PASS-R request form go to?

2. What is the purpose of PASS-R Tool?

3. Why is there “Officers Only/ Enlisted Only” on the PASS-R page?

4. What does a BDE level S1 do on the “HRC use only” portion?

5. Why is there an update to eMILPO section? Why not just go 
straight to eMILPO?
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QUESTIONS?
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FSD/ HRC WEBSITE
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Use this WEB address

Click here
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Click on TAG
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Click Here
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To gain access to
The FSD website
Click on “AKO Plus
Signup”.
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Click on “Register”



SSG Morgan
DSN 734-8350

Adjutant General School-NOTT

Enter your AKO User Name
And Password and clik on
“Login”
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Choose your 
PPA.
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Click yes or no for access
To the areas that you need
And then click on “Submit”
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QUESTIONS?
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SYSTEM REPORTS
• Work Flow Notices

• AAA-162 Unit Personnel 
Accountability Report

• AAA-342 ALPHA 
ROSTER

• AAA-165 Unit Personnel 
Accountability Notices

• TROUBLE TICKETS

• AAA-351 Unresolved Error 
Report

• Deviation Report

• Personnel Asset Inventory
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WORKFLOW NOTICES
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If you are unsure if you have any workflow you can click on the inbox (highlighted 
in red ). That will bring you to the workflow page.
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In order to work on one of the tasks click on the drop down button and select 
open/view task.
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Only one task can be selected at a time.
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This screen designates the task and tells what needs to be done.
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To return the task to the person that sent it, select the return task and click ok
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Select the task you wish to return.
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The name of the person that sent it will show, if you wish to send a 
remark type it in the white box. After your done click submit
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To forward the task to someone else you simply select forward task.
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Select the task you wish to forward and click ok
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Here you will chose the person you want to sent it to, by choosing either user 
name or ako use id. Please note that you can not send it to more than one 
person. If you wish to place a remark please do so in the white box. After you are 
done click submit
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In order to see the users that have received this in the past, click on view audit 
log. After that click ok.
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Here you will see if anyone has added any remarks to the task  
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To view all task that have been forward, select outbox
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Here you will chose the person, by either user name or ako user id. 
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CHECK ON LEARNING
1. How many Work Flow notices can be viewed at one time?

2. What is the Return Task option used for?

3. What is the maximum amount of people you can forward at task 
to at one time?

4. What does View Audit Log show? 

5. When viewing the Outbox, what is displayed?

6. What rights must you have in order to delegate work flow notices?
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QUESTIONS ?
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SYSTEM REPORTS

AAA-162
AAA-165
AAA-095

AAA-351
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AAA-162
Unit Personnel Accountability Roster

• Scrubbed on the 1st for accountability and the 15th for 
USR

• Ensure line by line accountability

• Must also bring up AAA-165, AA-095, and AAA-
342 to unit scrub
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Areas to 
check.
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ALPHA ROSTER
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Click Here



SSG Morgan
DSN 734-8350

Adjutant General School-NOTT

Select Reports
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Select Personnel
Accountability
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Select AAA-342
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AAA-342 Alpha Roster

Check these areas.
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AAA-165
Unit Personnel Accountability Notices
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CHECK ON LEARNING
1. Why is the AAA-342 significant?

2. How often must the AAA-162 be scrubbed?

3. What reports must be brought along with the AAA-162?

4. What is the AAA-165 and what must be done with it?
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QUESTIONS ?
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TROUBLE TICKETS
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TROUBLE TICKETS

Three Types:

– Remedy Trouble Tickets

– Deviation Tickets

– ARMY Wide PAI Tickets
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REMEDY TROUBLE TICKETS

• Submitted to EDS

• Last resort once error cannot be corrected by 
other means

• Initial trouble tickets faxed to EDS
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• EDS forwards unresolved tickets to 
HRC

• HRC resolves, tracks, and finalizes
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Select Trouble 
Tickets
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Click About Tickets
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BOTTOM PORTION
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This option allows you to search the status of previously submitted tickets.
Select by ticket number or SSN if you have it.

You may be prompted to re-enter your AKO Login
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Type desired trouble ticket tracking number
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Click on ticket #
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This column will
tell you the 
status
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DEVIATION TICKETS

• Submitted through FSD Website

• Last resort if unit cannot resolve deviation 
through other means

• Only deviation related issues
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CHECK ON LEARNING
1. How many types of Trouble Tickets are available?

2. What are the three Trouble Tickets available?

3. How are Trouble Tickets submitted and to whom are they 
submitted?

4. How many Trouble Tickets can be submitted at a time on one 
person?

5. What are the ways that you can check the status of Trouble 
Tickets?
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QUESTIONS?
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AAA-351 Unresolved Error Report

• System-generated report that shows errors resulting 
from transactions processing between eMILPO and 
TAPDB

• Report is stored in Datatstore under system reports

• Separated by PPA then date (may be multiple reports 
for that day)
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Tools Used to Resolve
AAA-351

• MS-51
• PASS-r
• EDAS
• TOPMIS II
• Data Query
• HRC Website
• ITAPDB
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AAA-351 Unsresolved Error Report

• Each section of the AAA-351 contains the 
following fields:

1. SSN – Social security number
2. Name
3. Rank
4. UIC – Unit identifier code
5. Transaction that was submitted
6. Error message
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• Section One:  TAPDB ERROR NOTICES

• Section Two:  TAPDB CHANGE NOTICE 
FAILURES

• Section Three:  OTHER ERROR NOTICES

The AAA-351 contains
three sections:
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ENTER AKO USER ID 
& PASSWORD
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SELECT YOUR PPA
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SELECT ONE AT A TIME BY CLICKING
ON THE DATE.

EVERY DATE WILL NEED TO BE OPENED
AND PRINTED OFF.
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EXTERNAL ERROR RESOLUTION

AAA-351 REPORT

SELECT EACH REPORT ONE AT A TIME.
EACH REPORT IS BROKEN DOWN BY DAYS THEN
PROCESSING TIMES.
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1: TAPDB ERROR NOTICES
From Section 1 you will only research, monitor, and resolve STRENGTH Related Transactions.

Transaction Number

Error Listing
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CHECK ON LEARNING
1. What is the AAA-351 Report?

2. How many sections are there? 

3. What does each section contain?

4. Where is the AAA-351 Report stored?
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QUESTIONS ?
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DEVIATION REPORT
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Select ePAI Deviations
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Select By Name List
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Type in your PPA and click search
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Resolve SSG Waldon
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UIC is usually 
Different from other
two
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Resolve SFC Dildine
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Resolve SSG Arnold
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If this were 8
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Resolve SPC Baldwin
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Choose Perc Chart
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Choose Score Chart
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CHECK ON LEARNING
1. What is your biggest tool when resolving the Deviation Report?

2. What can be used as a source document to locate which UIC a 
Soldier belongs to?

3. In UIC differences, which system is usually correct and why?
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QUESTIONS ?
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PAI
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PERSONNEL ASSET INVENTORY
• The unit conducting the PAI will coordinate with the BCT S-1 

for the latest Failure to Gain and Strength Deviation Reports

• The BCT S1 will obtain a listing of the latest Failure to Gain 
and Strength Deviation Reports pertaining to that unit

• The BCT S1 will determine which unresolved conditions are 
appropriate to pass to the unit; i.e., those notices they believe 
the unit is able to resolve.  These conditions must be resolved 
and appropriate corrective actions must be taken to update the 
eMILPO database before the DA Form 3986-R is forwarded 
from the unit to the BCT S-1 
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BCT S-1 Responsibilities

• Ensure PAI is complete
• Ensure that all strength and deviation 

notices are cleared up
• Ensure numbers on DA 3986-R are 

validated and match with AAA-162
• Ensure BCT Commander/Chief Validates 

the PAI and gives it back to the unit
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PAI Review
• The completed PAI must include the following:

– Completed DA Form 3986 signed by the unit commander
– All supporting documents

• Units must also bring up:
– AAA-162 (Old and new) 
– AAA-165 (Old and new)

• The PAI is not complete until all notices all worked.
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TOP PORTION
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CHECK ON LEARNING
1. What source documents are needed for personnel not in 

attendance at a PAI Muster Formation?

2. What must be done before a PAI is complete?

3. Who is the validation authority?

4. What is the most vital report used with the PAI?
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